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Pre-review Activities

Tour of CNPwebE-Reviews

|

Get Started in CNPweb



School Nutrition Reviews

u

u

u

u

We are on a 5-year cycle

Federally Required Reviews
u Administrative Review (AR)
u Procurement Review

Both reviews are done during the same year
Follow-up reviews take place as necessary




Review

Timeline

Letter notifying superintendent

Email FS director/contact with review detalls
Off-site documentation in CNPweb
Pre-review phone call

On-site review/Exit conference

Review report/Corrective action

SFA response to corrective action

Final letter to close review



Pre-Review Activities

u Off-site questions completed in CNPweb

u Documents uploaded into CNPweb
u Pre-visit checklist




Child Nutrition Website

ProgramsA NSLPA Review Information

Programs

CNPWeb/NEO

Student Eligibility &
Applications

Financial
Legal References
Webinars and Training

Contacts and Events

Administrative and Procurement Reviews

SY2023 Reviews

Please see the School Review Schedule SY2023 (pdf) to mark your calendar and use the following documents to prepare for the review
process.

NOTE: Due to findings, complaints, or other information provided to the state agency additional reviews may be added.

Preparing for Reviews

+ Admin Review Sponsor Manua Web)
s+ SNP Administrative Revie st
Administrative Review Training
+ Procurement Review Tool
Procurement Review Training

Required Documents to Submit for the Admirfistrative Review

The Offsite Tool and Corrective Action are completed in CNP Webs:
at pamela.partridge@maine.gov for access. Below is an Administrative Revrew Quick Guide with dlrectlons and screenshots on how to

use this new tool.

e SY23 CNP Web Administrative Review Quick Guide for SFAs

Required Document to Submit for the Procurement Review




Tour of CNPweb
E-Reviews




Pre-Visit Checklist

Documents uploaded into CNPweb

SNP Administrative Review Pre-Visit Checklist

DOCUMENTS TO UPLOAD INTO CNPWeb WHEN COMPLETING OFF-SITE QUESTIONS

L1 Benefit Issuance Document (e.g., Student Master List used to maintain a student’s eligibility status)
[0 Breakfast and lunch menus for the week of review and all supporting documentation. This includes
completed production records for 5 consecutive days, along with corresponding recipes, Child
Nutrition (CN) labels and other product labels. Labels must be photocopies or photographs of the
original, not printed labels from the manufacturer or distributor. Labels must also show the nutrition
facts and ingredients.

Documentation of itemized program revenues (subsidies received, a la carte, meal sales and town
appropriation if applicable) for March 2022*

Documentation of itemized program expenses (food, labor and other costs) for March 2022*
Documentation of any SY 2022 equipment purchases over $5,000*

SY2022 Year-end balance sheet

FFVP menu for the review period if applicable

Afterschool Snack menu for the review period if applicable

Production records for afterschool snacks served during the first week of the review period

O

oooodno

* Please note, financial documentation from the prior school year will be reviewed. Paid Lunch Equity
(PLE) will not be required/reviewed for resource management this year due to a USDA waiver.

DOCUMENTS TO HAVE AVIALABLE AT THE TIME OF ON-SITE REVIEW

L1 Current school year training documentation (including date, agenda, sign-in sheets) of Civil Rights
training pertaining to the USDA Child Nutrition Programs for all staff

L1 Professional standards training documentation and tracking form for all School Nutrition program
staff

1 Completed On-site Monitoring Forms (found on our website) for all schools in the SFA completed
before February 1% when applicable). Provide prior year if current year is unavailable.




Tips for Organizing Pre-Visit Documents

u Clearly label documents
u Menu documentation
u Label by meal and day

u 1.e. Monday lunch production record, lunch recipes,
labels, etc.

u Benefit issuance/Master List - submit as Excel
(requirement)

u Will make for smoother review process for everyone




View All Review Documents

E-Review Documents

Content No. File Name Upload Date  Upload By Action
E-Review District Information ~ Policies.pdf 4/13/2022 kmartin ®
E-Review District Information ~ Task #1.pdf 4/13/2022 kmartin ®
E-Review District Information ~ Task 2.pdf 4/13/2022 kmartin ®
E-Review District Information ~ Task 3.pdf 4/13/2022 kmartin ®
E-Review Food Service Phone Call Audit.pdf 5/5/2022 kmartin ®
E-Review General Areas ~ Tasks 10-15.pdf 4/13/2022 kmartin ®
E-Review Meal Access ~ Task 4.pdf 4/13/2022 kmartin ®
E-Review Meal Access ~ Task 5 Continued.pdf 4/13/2022 kmartin ®
E-Review Meal Access ~ Task 5.pdf 4/13/2022 kmartin @
E-Review Meal Access Task 6.pdf 4/13/2022 kmartin ®
E-Review Meal Pattern ~ Task 7.pdf 4/13/2022 kmartin ®
E-Review OHHS March 2022.pdf 5/19/2022 kmartin @®
E-Review Questionnaire.pdf 4/13/2022 kmartin ®
E-Review report for OHHS March Meal Counts.pdf 5/16/2022 kmartin ®
E-Review Resource Management ~ Task 8 & 9.pdf 4/13/2022 kmartin ®

E-Review Tick Sheets ~ OHHS March 2022.pdf 5/19/2022 kmartin ®




Review Areas




Review Areas

u Meal Access & Reimbursement*

u Performance Standard 1

u Meal Pattern & Nutritional Quality*

u Performance Standard 2
u Resource Management
u General Program Compliance
u Other Federal Program Reviews

Fiscal Action




PS1: Meal Access & Reimbursement

1. Certification and Benefit Issuance

2. Verification
3. Meal Counting and Claiming

Verifying that meals claimed for reimbursement were served
only to eligible students.




PS1: Meal Access & Reimbursement

Certification & Benefit Issuance:

Reviewing the approval of Free and Reduced Priced
applications to ensure the correct benefits are being
extended to eligible students and that they are
claimed properly for reimbursement




Certification and Benefit Issuance

Off-site ‘ m

u Answer questions in (I§I|eg}/|lk>e|m ;tduc?ceu%ents
CNPwebE-Reviews -
v Applications
u - Submit benefit u DC lists
Issuance file in u Letters
CNPweb(Excel)* . Review denied

applications




Benefit Issuance Documentation

Electronic list (Excel) of all free and reduced priced st
In the district

u Do not include withdrawn or paid students
u List to be pulled from the Point of Service (POS)
u List should be pulled during the Review Period/Review Month

u Benefit Issuance Document Must Include:

A Student Name

A Eligibility Status

AMet hod of approval (I ncome, Fost
A Date of approval

A School




Off-site Benefit Issuance Documentation

Sample Benefit Issuance List

Student Benefit Method of School Name | Approval
NElE Status Certification Date

Walter F DC Smith ES 9/2/2015

Beesley

David Hartley R Income Harrison MS  8/30/2015
Application

Sarah Platt F SNAP Jones HS 9/10/2015
Application

Gall F Foster Jones HS 9/2/2015

Lombardi




On-site Benefit Issuance Documentation

u Approved meal benefit applications

u How do you sort and store applications?
u Denied meal benefit applications
u Direct certification lists
u Homeless/Migrant/Head Start lists

u Application has check box for Homeless/Migrant. Be sure to follow up with the
appropriate person and maintain documentation.




Common Review Findings

v 30-day carryover not implemented correctl
v Incomplete Meal Benefit Applications
v Miscategorized Applications- math errors
v Incorrect SNAP/TANF number

v Format must be 8 digit plus letter

v Missing documentation (Keep ALLDC lists)

v Not converting to annual income when
different frequencies of income are reported

v Incorrect non -discrimination statement on
letter sent home




Verification

v Answer questions in v Review:
CNPwebE-Reviews v Verified Applications

=

v Tracking
documentation

u Letters

v Income
documentation




Verification

u Was it completed on time?

u Used correct method (error prone)

u Compare verification report to documentation
u Follow-ups were made (use tracking form)

u Notification letter met standards

u Copies of all correspondence kept

u  Eligibility status changes




Verification

al Use only
HOUSEHOLD FILE CONTROL FORM

Fisad of Household Name: Verification Notification and Tracking
Date Selactad: Notifieation Seat: https://www.maine.qgov/doe/schools/nutrition/stu

Easponsa Dua: Sacond Notics Sant:

Fasponsa Dua: Missing Information:

DOCUMENT ALL TELEFHONE CONTACTS ON EEVERSE SIDE OF THIS FAGE.

Dtz Eaduction/Termination Notica Sent:

Food Stamp/ TANF Household Incoms Housshold: § Monthly
Confirmed By - Confirmed by -

[1Predetarmined Eligibility List [] Wags stubs

[]1Food Stamp/TANF Offica [ ] Written documents (Explain balow)
[1ATP Card [] Collatersl Contacts (Explain below)
[1 Other: [1 Ag=ney Records

[ ] Eligibility not confirmed [1 Other:

Explanation:

Verification Fasult:

[1Ho Changa [] Eaducad to Fraa [ ]Fres to Eaducad [] Insligibla

Fezason For Change: [ ] High Income [ ] Rafusad to Cooparata
[ 1Food Stamp/ TANF Elisibilite Mot Confirmed
[ ] Other - include s2lf danial

Signature of Verifying Official:



https://www.maine.gov/doe/schools/nutrition/studenteligibility

Common Verification Errors

Did not use the correct method

AMust be O6error proned unless receive permission
AMark error prone applications when approving

Incorrect sample size - double check the math!

A A family application who is on direct certification is NOT included in the number of applications

Not following timeline protocol

Eligibility changes not made timely

Incorrect math used with paystub




Meal Counting and Claiming

= G

Off-site

Complete questions in
CNPwebE-Reviews

Submit claim from the
Review Period

Review meal counts by
day for review month

Review edit checks

Observe POS
procedures

Meal counts for day of
review




PS1: Meal Access & Reimbursement

Meal Counting & Claiming

u

u

Electronic or Manual System

A point of service system that accurately counts
reimbursable meals by category (F/R/P) at each school

Ensures only one meal per student

Reimbursable meals were consolidated accurately at
each school and at the SFA

Correct meal counts were used in the Claim for
Reimbursement




Meal Counting and Claiming

Off-Site Questions
What type of back -up system is in place?

How often are cashiers and substitute cashiers trained?

How are these things handled?:

L Offer vs Serve u A La Carte Sales

u Incomplete Meals « Field Trips

. Second Meals u Lost/forgotten IDs/Tickets

Visiting Student Meals 1 Charging/Pre-paid Meals
Adult/Non -Student Meals

Student Worker Meals

u  Students without funds

u New students without
approved benefits




Meal Counting
and Claiming

On-Site Procedures

v Validating information on SFA application

u Validate Claim for Reimbursement

u  Observe POS Procedures
Oversight at POS ensuring accurate meal cou
Eligibility Category
Without Overt Identification

Alternate serving locations (i.e. classroo




Meal Counting & Claiming:
Common Findings

u Inaccurate meal counts on the claim
u Lack of training for person at POS

u Alternate serving locations (Pre -K meals or Breakfast in
the Classroom)

u Train teachers
u Consistent monitoring to ensure requirements are being followed




PS2: Meal Pattern & Nutritional Quality

u Meal Components & Quantities
u Offer vs. Serve




PS2: Meal Pattern & Nutritional Quality

) OB

u

u

u

SFA will submit in CNPwebE
Reviews

Menus

Completed production
records

Component crediting
documentation

Recipes, labels, etc.

u Observe breakfast &
lunch preparation

u Observe breakfast &
lunch service

u  Validate the off -site
Information

u

SFA complete:

Meal Compliance Tool




Meal Components & Quantities

Off-Site: Documentation

u Menu (breakfast, lunch)

u Production Records (complete)

u Standardized Recipesdfood component contribution, ingredients, serving
sSize, yield

u Crediting Information
u Nutrition Labels (ingredients and nutrition facts)
u Child Nutrition (CN) Labels

uManufacturerds Product For mul ati on St

u  Review before submitting dcan you determine how everything
credits?

u  Submit by deadline to reviewer




Meal Components & Quantities

Off-Site: Documentation
Organize documentation in order by day

Mo nday 0 s Brédded Ghicken Patty on a WG Bun,
Broccoli, Carrot Sticks, Strawberry Cup, Milk Choice

Folder should contain:
u Completed PR from Monday

u  Product documentation including:
CN label for Chicken Patty

Ingredient & nutrition facts label for the roll

Indication of serving size on PR for fruits & vegetables

c c c c

Labels for milk



S le C lete Production Record
Lunch Production Record
. 5 B j i i LUMNCH TOTALS
Date: 9 - 2015 Menu Shepherd’s Pie w/ WG Biscuit or Deli Bar
Salad Bar MEALS MEALS
Preparation Site: _ DOE High Schoaol Grapes PLANNED ED
Mixed fruit STUDENT
OvS: Yes X Mo Milk Variety MEALS
ADULT MEALS
Grades 9-12 TOTAL MEALS
TEMPS COMPOMNENT CONTRIBUTIO NS ACTUAL SERVINGS
MENU ITEMS AND RECIPE e 3 P - |es o
CONDIMENTS OR = E il 2 |= t8|la=| 5 |22 ¥ | 52 adult/ AMOUNT
== = =
prRODUCT |22 |2 |5| 2 (52| 2 |2 ] gi 5 I 'ﬁ_i student | 0 | e PRODUCTION NOTES
= L = = a = [
(Name or #) @ ﬁ E = |¥ F|lgd| 2 |mz| 3 =
w
Deli Bar:
Sliced Ham USDA 1.22 0z 1 Sandwiches with no cheese [meat)
Sliced Turkey UsDa 1.6 gz 1 get double meat [cheess).
American Cheess UsDA, Sgzes |2 slices 1
Provolone Cheess Cheese Head, 1 gz |1 slice 1
WG Sandwich Bread CK #54&, 28g/slice |2 slices 2
WG Sub Raoll CK#269, T0gga | laa 25
WG Wrap, 10* Wrappy, 56g 1es 2
Shepherd's Pig UsDA D432 1 piece 2 B E 1+
WG Biscuit Phy #5455 1 each 2
Szlzd Bar 5B recipe #1 1 Cup 1 -1 5 -1 .5 2.5
Mixed fruit, canned UsDA ¥ cup 5
Grapes, fresh Apple Farm ¥ 5 ~14 = ¥ cup
Salad Dressing, If Recipe #102 2T
2 |2 (1|5 | 5| 5| 5| 5| 25 |ueesThisisasample productionrecord thata
Minimum Daily Lunch Companent Totals Director would give to kitchen staff to complete on
Weekly component Totals the da’l‘ of service.




On-Site: Meal Components & Quantities

Meal Observation dDay of Review
Prior to Meal Service
u - Will the meal pattern be met?
u  Review menu & production records

u Review O0general areasbo

During Meal Service
u  Observe POS
u  Checking that meals claimed are done so correctly

After Meal Service

u  Obtain meal counts by eligibility




Meal Components and Quantities

Offer Versus Serve

u Signage explaining how to select a reimbursable meal o
Include requirement to select 2 cup f/v

v Staff at POS trained and able to recognize a
reimbursable meal




Meal Components & Quantities

Common Findings

Insufficient quantities of a component offered
OVS not implemented correctly

Unallowable milk substitutions

Incomplete production records

Lack of Standardized Recipes

< < < < < <

Pre-K not comingled with other students (must follow
CACFP meal pattern)

v Field Trip/Bag Lunches daccountability & meal pattern




Recommendations

v Check menu & production records

A Daily/weekly minimums
v Credit components correctly
v Observe meal service

A Is the kitchen following the meal as planned?

A Can staff accurately identify a reimbursable meal at the POS?
v Plan a 2G/2M/MA every day




1.

2.
3.
4.

u

Resource Management

Maintenance of the non-profit school food
service account

Revenue from Non-program Foods
Paid Lunch Equity (PLE)
ndirect Costs

Off-site questions 700-712 completed i
web




